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Logging in 
To log in to the site: 

1) Click the Login button 

 

2) Enter your User name and Password, then click the Log in button 

 

You are now logged into the site, and will be redirected to the main page 
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If you have not yet registered, enter your registration details and click the Register button: 

 

Once logged in, 2 main workflows can be achieved using this tool: Creating a sealing sheet, or 
Submitting an Intent to Buy. The sections that follow detail how to perform these tasks in a step by step 
manner. 
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Creating a Sealing Sheet 
 

1) Once logged in, from the main page, click on the Library button. Alternatively, to reach the 
Sheet Library page, the Sheet Library button on the Menu Bar can also be used. 

 

2) This will take you to the Sealing Sheet Library page, where all previously created sealing sheet 
configurations are stored. The main view of this page shows all the most recent sealing sheets 
that have been created.  
 
If you are looking for a specific sealing sheet, it can be searched by entering a search term in the 
search box, and hitting the Enter key 
 

 
 
Clicking the meter names on the left will take you to the sealing sheets corresponding to those 
meters, and clicking the New button beside the meter name will help you create a new sealing 
sheet.  
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3) Select the Organization on whose behalf you are creating a sealing sheet, and click Next at the 
bottom of the page. 

 

4) The site will redirect you to the Quick Part Reference related to this organization. This page 
holds meter configurations that were previously completed for this organization. Hovering over 

the  icon will show you the configuration details. Searching is also possible on this page, by 
entering a search term and hitting Enter. 
 
 

 
 
If you have an existing meter configuration that you would like to re-use, select that 
configuration, and click Use selected Quick Part Reference. Selecting this will skip Step 5, and 
jump directly to configuration details specific to the sealing sheet being created. 
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If you would like to create a sealing sheet for a meter configuration that has not been entered 
before, click Configure New Part. 
 
 

5) Clicking Configure New Part will bring you to the Part Selector screen. On this page, you will be 
able build the meter for which you are creating this sealing sheet.  

Again, hovering over the  icon will show the configuration details. 
 

 
 

Click the Next button to continue. 
 

6) You will then be given the option of creating a Quick Part Reference. Selecting Yes will create a 
Quick Part Reference which will appear when creating a new sealing sheet for this organization. 
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7) Select the Form Factor, VTR and CTR on the Service Configuration page. 

 
 
Click the Next button to continue. 
  

8) Enter the Sliding Window Demand details, and the Rollover Values. 

 
 
Click the Next button to continue. 

9) Select the Click Source, Time Sync Source, and TimeZone details. 

 
 
Click the Next button to continue. 
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10) Enter the On-Board I/O configurations 

 
 
Click the Next button to continue. 
 

11) Enter the Data Recorders that need to be active, Recording details, and Outage details. 
 

 
 
Click the Next button to continue. 
 

12) If Loss Calculations are required, then choose the Billing Point (BP), Metering Point (MP), and 
enter the Line Loss Information. Note that BP and MP cannot be the same. 
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Click the Next button to continue. 
 

13) Enter a description for the sealing sheet you have just created, and a comment about 
creating/editing the sealing sheet itself. This description will show up in the Sheet Library. 
 

 
Click the Next button to continue. The sealing sheet configuration is now complete! You will be 
redirected to the Sheet Library, where your latest configured meter will be displayed first. 
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14) The last step to creating a sealing sheet is to get it Audited. This ensures that the configuration is 
complete and accurate, and makes the sales process smoother once an order needs to be 

placed against for the meter. To begin the audit process, click the  icon beside the name of 
the sealing sheet that you need to get audited. 
 

To check the status of a sheet that has been sent for Audit, click the  icon.  
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Actions for a completed Sealing Sheet 
 
There are several Actions that can be completed using the icons displayed on the same line as 
the Sealing Sheet from the Sheet Library. 
 

 View Sheet: Displays the sealing parameters within the web browser, with links to the Sheet 
Library, and to the PDF version. 

 

 
 

View Sheet as PDF: Displays the sealing parameters in a PDF format. 
 

 
 

Audit Info: Displays status of the Audit process. 
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Edit: Allows the user to edit the sealing parameters for this meter. 
 

Start Audit: Begins the Audit Process. 

 
 

Extra Permissions: Allows the user to give permissions to external parties to view this 
configuration. 
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Submitting an Intent to Buy 
Once a meter configuration has been completed and audited, you may select an Intent to Buy. 
Submitting an Intent to Buy indicates that an order has been placed for this sealed configuration. This is 
where you would enter Meter Tags as well as  

1) To start this process, click on Intent to Buy on the main page. 

 

2) You will be taken to the Intent to Buy page, where your previous sealed meter orders will be 
displayed.  
 
Click on New Intent to Buy.  

 
3) Select the Organization on whose behalf you are creating a sealing sheet, and click Next at the 

bottom of the page. 
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4) Click the Next button to continue. 
 

 
 

5) The site will redirect you to the Quick Part Reference related to this organization. This page 
holds meter configurations that were previously completed for this organization. Hovering over 

the  icon will show you the configuration details. 
 

 
If you have an existing meter configuration that you would like to order,  select that 
configuration, and click Use selected Quick Part Reference.  
 
If you would like to create a sealing sheet for a meter configuration that has not been entered 
before, click Configure New Part. 
 
 
Click the Next button to continue. 
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6) Enter information about this order. 

 
Click the Next button to continue. 
 

7) Select a Label Configuration. Click Create New Label Configuration Sheet. 
 

 

Click the Next button to continue 

8) A pop-up will appear. Enter the Meter Label Information. 
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The number of meters entered in the order will dictate how many lines appear in the “Tag 
Information” section 
 
Click the Next button to continue 
 

9) Enter a Description for the Intent to Buy 

 
 

10) The Intent to Buy is now complete! You will be redirected to the Intent to Buy page, where your 
latest Intent to Buys will be displayed first. 

 

Click on the  icon to view the Intent to Buy. This displays the order information as entered 
previously. 
 

 
Click on the PDF button to view the completed sealing sheet and intent to buy 
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